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WELCOME!

USDA APHIS Animal Care (AC) has an online system to request Live Dog

import permits.

This user guide will take you through the process of creating and submitting
a request for a permit, responding to the AC Live Dog Imports team’s

requests for clarification, and accessing your issued permit.



i
TABLE OF CONTENTS

. Usethe Animal Care (AC) Permitting Assistant & Complete Application
Pages 5-19

. Addressing Applicant Action Required Notices
Pages 20-25

. Accessing an Issued Permit
Pages 26-29

. Appendix: System Setup and ContactInformation
Page 30



i
1 AM AN APPLICANT
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Step 1: Sign into APHIS eFile

A

USDA United States Department of Agriculture ..OGIN | SIGNU

Animal and Plant Health Inspection Service Profile Request | About APHIS | Ask USDA | ContactUs | Help

Navigate to https://efile.aphis.usda.gov/s/ in Google Chrome

(APHIS eFile is not supported by Internet Explorer). Welcome to APHIS eFile

Apply and manage your APHIS applications, registrations, permits and licenses.

° Log in to APHIS eFile using your eAuthentication credentials.

« If you do not already have an eAuthentication Account, select Ready to Apply?

f you already know what license, registration or permit type you need.

Create an Account and follow the steps to become eAuthenticated.

You must be eAuthenticated to apply in APHIS eFile.

s help you find what you need...

I B

iS yO ur SOCiaI SeC ur ity nu m be r?) . CO m p I et e t h eS e q u eSt i O n S i n Do you breed, deal in, exhibit or Do yu_u import, .transport, or Plant Do you import plant or agricultural Do you import or transit animal

transport animals? [l ly engineered or ? products? products, insects, bacteria, fungi,
and/or viruses, and need

Is this your firs

« If your eAuthentication is not Verified, you will be prompted with

various questions to upgrade your eAuth (Example question: What Tﬁ

Check out our Licensing and Check out our Biotechnology Check out the PPQ website, and stay assistance in finding out what

O r d er t O p r 0 C ee d . Registration Assistant. Regulatory Services (BRS) tuned for the launch of Agricultural documentation you need?

Prescreenini g Assistant. Commodity Import Requirements
(ACIR), coming soon! Check out our Veterinary Services

G Under the Ready to Apply section, choose the Live Dogs Permit e

application and then select Get Started. Tﬁ [—Emj &;

G You can also use the Live Dog Information Card to begin the

adoption or resale? Care (AC) Annual Report for the last permit from ePermits? Welfare Act records?

fiscal year?
Check out our Animal Care (AC) Check out our Veterinary Services Check out the Animal Care (AC)

. .
a p p II C atl O n p r O C e S S Prescreenin g Assistant. Check out our online Annual Reporting (VS) Permitting Assistant. Public Search Tool.
. system.

Not sure? Visit the Animal Care
website for more information.



https://efile.aphis.usda.gov/s/
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Step 2: Complete the Animal Care (AC) Permitting Assistant

e Select the box under “Please select an Organization”

 Your Organization (previously called Account) is a USDA United States Department of Agriculture
name that you provided when you signed into APHIS 4 Wy Home

eFile the first tlme’ and for most people Is their ‘First You need a permit for this request. Please click on show conditions to see if you meet the regulatory

Name Last Name Account’ (e.g.’ Joe Smith Account). requirements for importation. To continue your application click on the proceed with application button.

For others, it may be the name of the company they

work for, (e.g., JS Rescues).

« Search for your name or organization and select it. d P AT
e Select Responsible Person to locate then selectyour

Show Conditions

\ #» Search ~ APHIS eFile Community - Google Chrome

name. ‘\ . uat—aphis—efile.csBZ.force.comK_uifcommonfdataﬂ_ookupPage?lkf;
. . o . . i} 1€ Lookup
With your "Organization" and "Responsible Party" selected, —
edr
click the Proceed to Application button to beginthe || s @Name O Al Fields

application process.

Recently Viewed Accounts

Q Show Conditions will take you to a conditions list that

presents a baseline requirement to bring Live Dogs into the

United States based on the type of permit. Note: If thisis your firsttime here, you will not have

any ‘Recently Viewed Accounts’and will need to
complete asearchto make a selection.
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Step 2: Complete the Animal Care (AC) Permitting Assistant (cont’d)

After completing the Animal Care (AC) Permitting Assistant, you will be able to view the questions and outcomes you provided and

decide if you will need to go back and change your answers.

#  Question L Answer

IIIII

and Cloning Tissue

Arizona (AZ)

continue your application click on the proceed with application button.
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Step 3: Enter Animal Transportation Information

Complete the Animal Transportation Information section of

your application.
e Port of Entry and Port of Export will display in a

Animal Transportation

pop-up searchwindow. Use these to searchfor and

o Please enter your transportation information. If you select "Air" you will also be required to provide your flight number

select a port.

Animal Transportation Information

e Select Save, then Next to proceedto the next

. . .. ny @ Q
section, Importer/Exporter/Delivery Recipient. N '
Note: Required fields are noted with a red asterisk. pode ol Tansport 9 e
Responses to these fields are required before you may Airline Flight Number © Departure Date ©°
1234 3/12/2021
p rocee d . Proposed date of arrival @ * Departure Time @ *
0- Lookup @
[Eczrc |
vasrah G - Port of Export ( )@ Po
De-Fra

Recently Viewed Facilities

! Facilities [1] B Save

Type

Wirgin Atlanlic Carga Dam
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Step 4: Enter Importer, Exporter, and Delivery Recipient Information

Completethe lmporter/Exporter and Delivery Recipient section of your application.

Note: At least one Importer, Exporter, and Delivery Recipient must be added to the application.

e Select the Add Importer/Exporter/Recipient button to begin adding, then Next.
e Select the Record Type drop-down, and select Importer then Continue.

USDA U ited States Department of Agriculture ~~ ContactUs | Glossary [Help USDA United States Department of Agriculture
== ~nimal and Plant Health |n5pect|on Service eFile

Animal Transportatlon
Application Number: A-0000074868 Decision Type: Standard Parmit Intreduction Type: Import
Line Item Number: LN-0000087833 Line Itemn Status: Saved Applicatlon Number: A-D000077526
Line Item Number: LN-0000090469
orter/ Exporter/Delivery Recipien
lect Record Type
o At least one Importer, one Exporter, and one Delivery Recipient must be added to an application.
Record Type
|
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Step 4: Enter Importer, Exporter, and Delivery Recipient Information (cont’d)

There are 3 options to enter in data for the

rrrrrr

Importer/Exporter/Delivery Recipient.
Q The Populate Applicant Information button

copies your contact information into the
fields.

Note: If you are the Importer and are Address Information

completing this application, use this option to

copy your information automatically.

e Enter the contact information manually.
Doing this option will not save the information

for future applications, it will only be applied

to the current application.
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Step 4: Enter Importer, Exporter, and Delivery Recipient Information (cont’d)

G The Use Existing or Create a Contact button allows you to use a contact that you've used in the past or create a new contact that

you'd like to save for future use.
0 If you've used other contacts in eFile before, you can search for them here
e New Associated Contact tabis an option if you do not have any Associated Contacts but would like to add some for future use.

Fill-in required information, when complete select Save and Close. otacts.mh
Note: Required fields have a red bar
Enter contact name: [ | Clear Contact
L=
e
etactSearch
nnnnnnnnnnnnnnn — T —
(] (= )
aaaaaaaaaaaaaaaa 1 = I—
eeeee | Country Il:l
] SERCETE ()
s T ] Cony I
[ o
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Step 4: Enter Importer, Exporter, and Delivery Recipient Information (cont’d)

The Importer and Delivery Recipient must be within the United States. The Exporter cannothave an address withinthe
United States.

Note: Repeatsteps for Exporter and Delivery Recipient. (see pages 9-11)

° When complete, select the Next button to proceedto the next step, Animal Information.

A-00000TLRRL

Importer/Exporter/Delivery Recipient

o Al least one Importer, one Exporter, and one Delivery Recipient must be added to an application.

d Imiporter/ Exporter| Reciplent
irst Name Last Mame Record Type Organization Name City  State J Province Country Appli i ctiong SeIeCt the “edit” iCOI‘] tO
make changes. Use

“trashcan” icon to delete

Jirmn Long Exporter Parls ~ France

12
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Step 5: Enter Animal Information

In the Animal Information section, you can enter as many dogs as you intend to import.
g Select the Add a Dog button to begin the process.

In the Animal Details section enter in all required information.

G Select Save.

mmmmmmmmmmm
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Step 6: Upload Additional Documents

e Selecting the Upload Documents button will open a

new browser tab

EEEEEEEEEEEEEEEE

e Select the Select a file button to upload documents. N oo

oo

e Select Document Type drop down to display a list of
options to upload for the Dog you are importing:

 Health Certificate — Separate file, select

appropriate document type for the file you upload.
 Rabies Certificate — Separate file, select

appropriate document type for the file you upload. © complete Form & Attach e
*Document Type

Documents

 Health & Rabies Certificate — Meaning both are in | .
Complete the form, then attach documents using the
one file, select this document type. e e d

Health Certificote

* Optional: Any additional documents that you

Rabies Vaccination Certificate

Health Certificote & Rabies Vaccination Certificate

provide unrelated to the two required documents.

Optional

Note: It is required for each Dog added to an application,

to have a Health and Rabies Certificate uploaded.

14
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Step 6: Upload Additional Documents (cont’d)

Q Choose the file from your desktop that corresponds to the

Document Type you’'ve chosen. After you have uploaded your
document, select Save.

e A ‘Thanks!’message will be appear demonstrating that the upload @ Complete Form & Attach

Documents

eeeeeeeeeeeee

has been completed.
Comple , then attach documents using the
area below en you're ready, click Save to submit
G C IOSG that browser tab the form and upload your attachments

Note: Your browser tab may also automatically close on its own.

Your Documen t

o= Health and Rabbies Vaccination C... X

?—

o Health and Rabbies Vaccination C.. X

15
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Step 6: Upload Additional Documents (cont’d)

'@ After uploading documents, the section will appear to be ‘blank’. Select the yellow rotation icon, left of the ‘RAINF-00000’.
=8 This refresh button will then display the documents uploaded for confirmation of success.
o9 Select the Returnto List of Dogs button to add additional dogs, then repeat steps 5 and 6. *Refer to slides 13-16

W If you are finished adding your dogs, select Next to proceedto Review Line Items.

g
0..
v

Mo ems
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Step 7: Review Line Items

Q Check the Line-Item Review box to ensure all necessary actions are completed before submitting your application, then return to

each section of the application that it tells you to make an update.

USDA United States Department of Agriculture
ﬁ Animal and Plant Health Inspection Service eFile

Note: A message will display for any information that is missing thatis required to provide prior to
submitting the application
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Step 7: Review Line Items (cont’d)

e Once complete, the Line-ltem review page will display “Line itemis ready to submit” at the top of the page.
e Select Continue

USDA United States Department of Agriculture Contact Us | Glossary | Halp Importer/Exporter/Delivery
=_--"'_' Animal and Plant Health Inspection Service eFile
La Organization Name ~ City ~ State/Province  Country  Stat
Home Contacts ~ Applications ~ Authorizations © Start New ... ~ " " " e e Y | See/Podne | Sour v e
Lesl P Importer Park: R Bosto 1 cT) Uni it merl Draft
Anlmal Transportatlon Importer/ Exporter/ Reclplent Anlmal Information Ll = Beston o . D[a;_
plication Number: A-0000074306 Decision Type: Standard Permit Intreduction Type: Impaort laseph Johnson Exporter Santa Monlca Franca Dra-'-.
e Itern Mumber: LMN-00000872655 Line Ttemn Status: Ready to Submit
ine Item Review Animal Information
Line item is ready to submit. Search
A . I T t 't' Dog ID Dog Mame Breed Color Age Sex Status
nimal lransportation
p RAIMF-000003245 French Bulldog grey oOYOM Male Drraft
Alrline or Land Transport Company Transporter If Not Listed shave At = Previowus|| Nedt Lheft Getoll
British Alrways
Mode of Transport
A Documents
Port of Entry Alrline Flight Number
\irgin Atlantic Carge, LAX, CA 1234 & LN-00000ST7369 R
Departure Date Proposed date of arrlval S MAaME DESCRIETICN MODIFIED + [m] 1ITEM
2/9/2021 2/28/2021 RAINF-00D003245 2/3/2021 £A5 PM
Departure Time Arrlval Time [}
04:00 12:45
Port of Export (Requirad) My Port Is not listed

Fart-De-France [Le Lamentin]

Port If Mot Listed

18
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Step 8: Submit Application

The Application Detail page is another summary page to review all information before submitting for approval.
Q If you would like to return to your application, selectthe Line-ltem Record Number (LN-0000...) located under the Name
column.
Agree to the statement by selecting the “I Certify” checkbox
e Select Submit for Approval.

USDA United States Department of Agriculture ContactUs | Glossary | Help
ﬁ Animal and Plant Health Inspection Service eFile
icati jzati Start New ... - Leslie Knope s

| cartify as the applicant or as an authorized representative of the

imndividualforganization listed on this application, that the information in this application
Once you've finished enfering the required infarmation for all the Line ltems you wish to impart, select the "Submit for Approval” button to submit your application for
processing.

is true and accurate to the best of my knowledge, and as a condition of its issuance,

the restrictions/permit conditions/performance standards and precautions/safeguards

Astion cation Number: A-0000074906
Appication Type: New specified in the permit or in the nofification acknowledgement will be followsd. | further
Application Name: Leslie Knope

Application Email:

understand that providing false information is a viclation of U.5. Federal Laws.

Application Fax:

aaaaaaaaaaa

. A Organization:
Authorizations SharedWith: ~ Parksand Rec

Status:
Withdrawn By:
Withdrawn Date/Time:

test dr, Boston, Alaska,
Applicant Address: 34112, United States
U-§. Address: United States -
Crested By Lese Knope Submit for Approval
Created Date: 4 02/03/2021
Last Modified By: Leslie Knope
Last Modified Date: 02/03/2021

sssss

19
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1 AM AN APPLICANT

|l want to access and respond to the AC Live Dog
team’s feedback on my application.

Step 1: Checking Status & Resubmission of Applications
Page 21

Step 2: Select Item Detalils
Page 22

Step 3: View and Take Action
Page 23

Step 4: Review Line ltems
Page 24

Step 5: Resubmit Application
Page 25

20
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Step 1: Checking Status & Resubmission of Applications

Your application is now Submitted, and you want to be able to track its status or address Applicant Action Required changes from an
email you received.

QSeIect the Applicant Action Required button to easily access the application needing updates.

eSearch for your application.
eSeIect the View Details button on the application.

= =
My Activity

Ready to Apply?
Start here if you already know what license, registration or permit type you need.

':/E Filter Search your activity
i i - Showing 7 of 226 items
. .
Your Activity
Applications (5) |
e
Applicant Action Required Draft g Vi it N Permits (0) : I
i § ’ 12
ssssss
Acknowledged (0)
v Applicant Action Required / Waiting on
Customer (7)
Approved (0)
Draft / Open (0)
Expired -Importer (0)
In Review (0)
Issued (0)
i IS Revi

Applicant Regulated Article ~ Started  Status

21
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Step 2: Select Item Details

You land on the Application Details page, and the Line-Item status is Waiting on Customer.

0 Select the Authorization Number (Auth-0000...) to view what changes need to be made to your application.
e Locate the Action column and select ltem Details.

G Select the Line ltem Review sectionto view where the Animal Care team has provided Applicant Instructions.

Application Line Items Application Details

Action
OOOOOOOOOOOO

« Waiting on Customer

. ) Organization:
Authorizations Shared With:

d to provide your flight number.

Line Iltems

Show entries

22
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Step 3: View and Take Action

USDA United States Department of Agriculture Contact Us | Glossary | Help
ﬁ Animal and Plant Health Inspection Service eFile

e Under Action Required, review overall application instructions. T

« Updates for these notes are made on the Animal Information section of renis
Line Item Review

the apphCatlon Action Required

e Under Importer/Exporter/Delivery, note where the status is “Waiting 0

Animal Transportation

on Customer.”

Airline or Land Transport Company Transporter if Not Listed
Air Belgium
Mode of Transport
N 0 0000 0000000000000000900000000000000000000000

« Detailed instructions are on the Importer/Exporter/Delivery section of

the application for each record type (e.g., Importer). eImponer,Expmr/Demery
e Under Animal Information, note which dogs have the status “Waiting it Jition [t -
on Customer.” T P e P e o e P
 Detailed instructions are on the Animal Information section of the e"””’a' ormalr
application for each dog (e.g., Dog ID). S s m s o=
Having noted where the Animal Care team has requested updates:
G For Action Required, navigate to Animal Transportation and make B B
updates. Documents
G For Importer/Exporter/Delivery and Animal Information, navigate to N crot o _sms

each section, select each record to review instructions and make

updates. 23
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Step 4. Review Line Items

e Once you addressed all comments, review all Line-ltem changes for completeness, and adherence to requirements fromthe Line-

Item Review page.
e Select Continue

USDA United States Department of Agriculture
=_/ Animal and Plant Health Inspection Service eFile

Home Contacts ~ Authorizations

Applications -

Animal Transportation Importer/Exporter/Recipient

ation Number: A-0000074447 Decision Type: Standard Permit

pplic
Line Item Number: LN-0000087509

Line Item Review

Animal Information

Line Item Status: Waiting on Customer

© Start New ...~

Contact Us

Glossary

Help

Action Required

Q No action require
nimal Transportation

Airline or Land Transport Company
Aer Lingus

Port of Entry
Philadelphia International Airport

Departure Date
12/4/2020

Departure Time
03:00

Port of Export (Required)
Cardiff, Wales

Transporter if Not Listed

Mode of Transport
Air

Airline Flight Number
68776

Proposed date of arrival
1/27/2021

Arrival Time
04:15

My Port is not listed

Port If Not Listed

Importer/Exporter/Delivery

First Mame Last Name Record Type Organization Name Citty State/Province Country Status
Leslle Knope Importer Parks and Rec Baston Connecticut (CT) Unlted States of Amerlca Dra"'.
Lesllie Knope Dellvery Reclplent Parks and Rec Boston Connecticut (CT) Unlted States of America @Dra'—.
Jaseph Johnson Exparter Santa Monlca F @Dra":
Animal Information
Search
Dog ID Dog Mame Breed Col Ag Se Status
RAIMF-000003245 French Bulldog ey oYOMm Mal D
Shaow: First Last Previ Mest 1 1 L
Documents
& LN-0000087362 -
&, MNAME DESCRIPTION MODIFIED b [}

RAINF-000003245

24
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Step 5: Resubmit Application

The Application Detail page is another summary page to review all information before submitting for approval.

Q Scroll down on the Application Details page
e Agree to the statement by selecting the “I Certify” checkbox
e Select Submit for Approval. Your application will be resubmitted for approval.

USDA United States Department of Agriculture Contact Us | Glossary | Help e
ﬁ Animal and Plant Health Inspection Service eFile
Home Contacts ~ Applications - Authorizations
| cartify as the applicant or as an authorized representative of the
Information
imndividualforganization listed on this application, that the information in this application
Once you've finished enfering the required infarmation for all the Line ltems you wish to impart, select the "Submit for Approval” button to submit your application for
processing.
is true and accurate to the best of my knowledge, and as a condition of its issuance,
Application Line Items Application Details ) , L ) . . :
the restrictions/permit conditions/performance standards and precautions/safeguards
Name Regulated Article Status Action Application Numbers 0000074906
LN-0000087588  Dogs Ready to Submit ltem Detaiks| :PP:i“:?*’"?P“ [*e"l’ . specified in the permit or in the nofification acknowledgement will be followsd. | further
N, pplication Name: eslie ope
Application Email: jaida_brocks@accenturefederal.com
o et s understand that providing false information is a vielation of U.S. Federal Laws.
) i Organization: Parks and Rec
Authorizations Shared With: Farks and Rec
Status: Open
Name Auth Type Status Withdrawn By:

Withdrawn Date/Time:
64 test dr, Boston, Alaska,
34112, United States

-5 Address: United States -
Created By: Leslie Knope SUhmrt fnl Applnval
Created Date: 02/03/2021

Last Modified By: Leslie Knope
Last Modified Date: 02/03/2021

Applicant Address:

25
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1 AM AN APPLICANT

| want to access my permit to import live dogs.

Option 1: Access your Issued Permit from Email
Page 27

Option 2: Searchfor and Access your Issued Permit
Pages 28-29

26
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Option 1: Access your Issued Permit from Email

e Once you receive an email that your permit has been USD United States
Issued, you can locate your issued permit by selecting the = —= Department of
. . _ Agriculture
link fromthe email.
. . . . . Please do not reply to this email as this mailbox is not monitored. If you have
e After logging in with your eAuth account this will take you questions, please use the contact information Delow.
directly to your Application Details page, where you will JearBEDAcHie Applcant.
The fcllowing pE!HTIil has been issued to you in APHIS eFile:
find your issued permit within the Notes and Attachments Authorization Number: AUTH - 0000135724
I'—'em_1it qubﬂer: 1—[?PNTSL_IL 3
section. Isoued Date: 30972021

Effective Date: 4/1/2021
Expiration Date: 5/1/2021

You may access your permit, including any permit conditions, by clicking on the

following link:

Please navigate to the Notes & Attachments section to find a copy of your permit PDF.

Notes and Attachments

¢ AUTH - 0000138399
o NamET DESCRIPTION MODIFIED 0O | ITEM Ibox is not monitored. If you have
— DN above.
._f‘w Permit_AUTH - 0000138399 pdf 2/30/202110:49 AM O

27
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Option 2: Search for and Access your Issued Permit

You can also access your Issued permit by using the My Activity page or View All Activity button from your APHIS eFile homepage.
@ sciect view Al Activity
e Searchfor your Application
G Select View Details fromyour Application card

My Activity

28
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Option 2: Search for and Access your Issued Permit (cont’d)

You are now on the Application Details page, and the Line-Item status is Submitted.
Select the Authorization Number (Auth-0000...) to find your issued permit.

Locate your Issued permit within the Notes and Attachments section.

United States Department of Agriculture
p g
ﬁ Animal and Plant Health Inspection Service eFile

Home Contacts ~ Applications ~ Authorizations

Contact Us | Glossary | Help

© Start New ...~ USDAeFile Appli... ~

Application Line ltems

Application Details

Name Regulated Article Status Action
LN-0000185482 Dogs + Submitted ltem Details |
Withdraw

Authorizations

Name Auth Type Status

AUTH - 0000138399 Permit Issued

Application Number:
Application Type:
Application Name:
Application Email:
Application Phone:
Application Fax:
Organization:
Shared With:

Status:

Withdrawn By:
Withdrawn Date/Time:

Applicant Address:

U.S. Address:

Created By:
Created Date:

Last Modified By:
Last Modified Date:

Clone Application

A-0000182324

New

Test USDAeFile Applicant-2
tara.marostica@usda.gov
3235551114

Leslie Knope Account LLC
self
Submitted

330 Lurgan, SOUTH SAN
FRANCISCO, California, 94080,
United States

United States
USDAeFile Applicant-2
03/30/2021

03/30/2021

USDA United States Department of Agriculture
=‘—/' Animal and Plant Health Inspection Service eFile

Home Contacts ~ Applications~ Authorizations

O Start New ...~

USDAeFile Appli... ~

Line ltems Authorization Detail

Show | Search Permit

Decision Status
im Status Isst
. Permit Number

nnnnnnnnnnnn ubmit S HIWSNOA
Application Number

Showing 1 t t Previous A-0000182324

aotes and Attachments

Authorization Number
AUTH - 0000138399

Authorization Type
Animal Care (AC)

sssss d Date
03/30/2021

Expiration Date
09/04/2021

Applicant Information

Applicant Name
Test USDAeFile Applicant-2

Organization
Applicant Fax
Applicant Email

donotuse@email.com

Applicant Phone
3235551114

@ AUTH - 0000138399
q  Namet

TEM

29
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APPENDIX
System Setup Contact
« Compatible browser — For the best user experience, please use @ : : : .
If you require assistance with your applications, please
Google Chrome. Other available browsers include Firefox, Safari, and contact:

Edge. eFile is NOT supported by Internet Explorer. Animal Care
(816) 737-4223

ac.dogimport.mailbox@usda.gov

* Emails — Add the APHIS eFile email at no-reply.aphis.efile@usda.gov

and support@salesforce.comto your address book so that any

automatic emails are not sent to junk

« Zoom —-100% If you require technical assistance, please contact:

- X
|: Help Desk
= O help@usda.gov
b Ctrl+T

ooooooooo

30
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